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Reordering Previously Ordered Items 
 

1. To find a cart or order to copy items from, select the shopping cart on the left-hand bar and go 

to my carts and orders, clicking on “View My Orders (Last 90 Days). 

 
2. Review the list of carts or orders from the last 90 days. 
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3. Click on a Requisition No. to open the cart line item details. 

 
 

4. After you click on the Requisition No., click on “view” to open the order detail information. 

 
 

 

8. Details for items in the cart are displayed in a Summary window below. 
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9. Purchasers may place a check next to items that will be copied into an active or pending cart. 

Locate the “For selected line items” field and select an option from the dropdown menu; Add to 

Favorites, Add to Active Cart, Add to Shopping Cart. 

 
10. For this example, choose “Add to Active Cart” and click on Go. (NOTE: You cannot re-

order items from a punchout catalog-ONLY hosted catalog) and at least one item has to be 

selected. 

 
 

11. When the purchaser elects to “Add to Active Cart”, review the verification window that pops 

up and click on the “Close” button. 
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12. The selected items are added to the active cart and are available to order. At this point, the 

shopper may choose to continue shopping and add additional items to the cart or checkout. 

 

13. Return the active cart by clicking on the cart icon box in the upper-right of the web page to 

review and Proceed to Checkout. 

 
14. Or, click on the WISBuy logo in the upper-left corner of the screen to return to the WISBuy 

Home and continue to shop. 

 

 
 

15. Please note that this functionality is not available for items from a punch-out supplier. Items 

from punch-out suppliers cannot be copied into a new cart and must be reordered directly from 

the punch-out site or by utilizing any “favorites” functionality available on the vendor’s punch-

out site. 
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This concludes the lesson on Reordering Previously Ordered Items in WISBuy. For further 

assistance, please contact WISBuy@Wisconsin.gov or visit the website at wisbuy.wi.gov.   

mailto:WISBuy@Wisconsin.gov
http://doa.wi.gov/Divisions/enterprise-operations/state-bureau-of-procurement/wisbuy

